RULE 26.01. Retention Schedule for the Administrative Records of the Courts.

The following retention schedule shall apply for the administrative records of the courts:

(A)  Administrative journal. Administrative journals that consist of court entries, or
arecord of ¢ ourt e ntries, r egarding pol icies a nd i ssues n ot related t o cas es s hall be retained
permanently.

(B)  Annual reports. Two copies of each annual report shall be retained permanently.

(C) Bankrecords. Bank transaction records, w hether paper or e lectronic, shall be
retained for three years or until the issuance of an audit report by the Auditor of State, whichever
is later.

()  Cash books. Cash books, including expense and receipt ledgers, shall be retained
for three years or until the issuance of an audit report by the Auditor of State, whichever is later.

(E} Communication records. Communication records, including routine telephone
messages on any medium where official action will be recorded elsewhere, may be destroyed in
the normal c ourse of business as soon as they are considered to be of no value by the person
holding the records.

(F)  Correspondence and general office records. Correspondence and general office
records, including all sent and received correspondence, in any medium, may be destroyed in the
normal course of business as soon as they are considered to be of no value by the person holding
the records.

(G)  Drafts and informal notes. D rafts and informal notes c onsisting of transitory
information used to prepare the official record in any other form may be destroyed in the normal
course of business as soon as they are considered to be of no value by the person holding the
drafts and informal notes.

(H)  Employment ap plications for p osted p ositions. Employment applications for
posted or advertised positions shall be retained for two years,

1] Employee b enefit a nd 1 eave reco rds. Employee b enefit an d | eave records,
including court office ¢ opies of life and m edical i nsurance r ecords, s hall be retained by the
appropriate fiscal officer for three years or until the issuance of an audit report by the Auditor of
State, whichever is later.

(J)  Employee b istory a nd d iscipline reco rds. Records ¢ oncerning t he hi ring,
promotion, e valuation, a ttendance, m edical i ssues, di scipline, t ermination, a nd r etirement of
court employees shall be retained for ten years after termination of employment.



(K)  Fiscal records. Fiscal records, including copies of transactional budg eting and
purchasing documents maintained by another office or agency, shall be retained for three years or
until the issuance of an audit report by the Auditor of State, whichever is later.

(L)  Grantrecords. Records of grants made or received by a court shall be retained
for three years after expiration of the grant.

(M)  Payroll records. Payroll records of personnel time and copies of payroll records
maintained by another office or agency shall be retained for three years or until the issuance of an
audit report by the Auditor of State, whichever is later.

(N)  Publications received. Publications received by a court may be destroyed in the
normal course of business as soon as they are considered to be of no value by the person holding
the publications.

(0)  Receipt records. Receipt and balancing records shall be retained for three years
or until the issuance of an audit report by the Auditor of State, whichever is later.

(P)  Requests for proposals, bids, and resulting contracts. Requests for proposals,
bids received in response to a request for proposal, and contracts resulting from a request for
proposal s hall be retained for t hree y ears after t he ex piration o f the contract that is awarded
pursuant to the request for proposal.



